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OFFICE OF TRAINING

IR NOTICE 6 Juns 1955
80, 11=55

SUBJECT ¢ Reporting Part-~time Externsl Training

REFERFNCES: (a) OTR Regulation 20-5, Promotion Recommendations,
dated 31 March 1954
(n) OFR Regulation 20~7, Individual Caveer Development
Flans, dated 14 Octobexr 1954

1. In the review of persounel reccrds in connection with
promcotione and earser plamning; it hes bocame obwiocug that the
Fersonnel Ssction doss not have all the required information
concerning training completed by (TR employses. This may result
in inequitles to cortain persons.

2. Teo correct this situation, OTR smployses should infowmm
the Parscnmel Section of all externsl training, whether Agenecy
or self-sponscred, which they completed since 1 Januvery 1954,
In the futurs, campleted courses will be reported yesrly and
submlitted with the Fitness Report,

3, Hmployees should include the name of the school, courss
title and levol (gradvate or wnderegraduate), and hours of eredit.
This information should be reported in two copies, one of which
will be kept by the Perpomnel Section aml the other forwarded to
the Offlcial File in the Office of Personnsl,
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Dimétar of Training
Distribution: A1l OTR Employeez

This document is part of an integrated
filo. If separated from the fils it mus! he
subjecled to individual systematle review.
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